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FI RE COVMUNI CATI ONS SUPERVI SOR

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsi bl e supervisory and techni cal
position in the support services of fire departnent operations,
with responsibility for planning, maintaining and operating the

fire departnment communication facilities and services. The
i ncunmbent in this position recommends operating procedures for
the Fire Communication Division. The Fire Communications

Supervi sor directly supervises and evaluates the work
performance of Fire Communications Oficers in the Fire
Communi cati ons Divi si on. The enployee of this class has the
authority to work independently in nobst areas, and perforns
duties with only general instructions. This class reports to
and has work reviewed by the Chief Adm nistrative Oficer.

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Pl ans, organizes and directs the activities of +the Fire

Communi cations Division with respect to personnel. Sets goals
and obj ectives for the division, and nakes recomendations for
operating procedures. Handl es conplaints from the public
concerning problens in the dispatching division. Revi ews

incom ng witten conmuni cations, routing work to the appropriate
person or | ocation.

Supervi ses subordinate communications personnel in the
performance of all di spatching functions of the fire
conmuni cations center. | nspects appearance of equi pment and
per sonnel . Assigns work schedules, and approves |eave.
Eval uat es work performance and di scusses perfornmance eval uati on
with subordi nates. Provi des technical assistance to
subordi nates when needed. Counsels enployees who are
experienci ng work probl ems and resol ves enpl oyee conpl ai nts and
gri evances. Mai ntai ns discipline anmong enployees of the

departnment by conducting corrective interviews.

Directs the di spatching of apparatus and personnel, and notifies
proper authorities of any special or energency situations.
Supervises the sounding of fire alarnms in all stations using

alarm bells or buzzers. Oversees subordi nates receiving and
transmtting nmessages to and from energency scenes and to and
from related departnent personnel . Provides for the

availability of reserve conpani es as back-up for stations from
whi ch all equi pnent is gone.
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Sees that all enpl oyees receive necessary training by personally
conducting formal and informal training. Provi des on-the-job
instruction in the operation of communications equipnent and
related areas. Prepares material for use in training.

Provides for and insures that accurate records of the division
are mai ntained. Supervises the preparation and mai ntenance of
di vision records and reports by reviewi ng records and reports
conpl eted by subordinates, and periodically inspecting systens
and facilities for maintaining such. Personally conpletes forns
and records as required.

Supervises the general car e, mai nt enance, and use of
departnmental communicati ons equi pnment. Supervises the testing
of communi cati ons equi pnent. Provides for the repair of any

mal functioni ng comruni cati ons equi pnent and sees that repairs
are conpl eted properly. Orders supplies and equi pnent required
by the division.

Perforns any related duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents listed bel ow nust

be nmet by the filing deadline for application for adm ssion to

the test.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
States and being a qualified elector of the State of Loui siana.

After offer of enploynent, but before beginning work in this
cl ass, nmust pass a nmedi cal exani nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout accommodati on.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of education.

Must have a mnimum of three (3) years experience in fire
departnment work as a full-tinme nenmber of a paid fire departnent.
Work experience should include the performance of fire
suppressi on and rescue, energency nedical services, or fire
conmuni cations operations.

Must present a certificate verifying the ability to type forty-
five (45) net words per ninute.
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